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Quick Start Guide for Submitting  
Professional Claims via WAMedWeb  

 

1. Login to the WAMedWeb and select Claim Admin from the Submission menu on the 
WAMedWeb Home page.  

 

 
 
 
 

2. The WAMedWeb will present the Claims screen.   
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Professional Claim:  
 

3. Click on the Create Professional Claim link and follow the instructions on the screen. Be 
sure to satisfy the required criteria for each element of the claim that you are submitting. 

Fields with a red asterisk require completion! 
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4. Select the Add Service Line Item button to add the claim line items.  

 

5. After you have completed all the appropriate fields and added your line items, 
select the Submit Claim button. 
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6. A Documentation Cover Sheet screen will be displayed. Print this sheet and 
attached it to any backup documentation that you may be sending to the Medical 
Assistance Administration. This is only necessary if you are sending claim backup 
to MAA. 

 

 

7. Click on the Return to Claims Home Page link to begin your next claim.  
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Professional Claim Templates:  

 
Utilizing Professional Templates can provide added convenience to the electronic claims 
submission process.  The Templates are similar to the claims screens, but allow the user 
to save and reproduce specific data elements for repeated use.  For example, you may 
choose to set up a template for a specific type of office visit that requires frequent billing 
and only need to change the patient information.  

 

To set up your templates:  

1. Login to the WAMedWeb and select Claim Admin from the Submission menu on the 
WAMedWeb Home page to access the claims administration options of the WAMedWeb.  

 

 

 

 
 
 

2. The WAMedWeb will present the Claims screen.   
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3. Select the Create Professional Template link.  

4. Enter the template Name. 
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5. The Template Screen will be displayed.  Complete the fields that are most often billed and 
save the template for future use.  
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Saved templates can be deleted or modified by accessing the Manage Templates 
option on the Claims screen. 
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Creating Claims Using Templates:  

 
1. Select the Create Claim from Template option shown on the Claims Screen. 

 

 
 

2. Enter the Template Name (if known) and click on search. Clicking search without 
entering a Template Name will return a list of all templates for you to choose 
from. 

 

 

3. Click on the desired Template Name to open the template for use.  
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4. The Medical Professional Claim Screen will be presented. Complete the required 
fields. 
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6. Select the Add Service Line Item button to add the claim line items if this was not 
already done in the template.  

 

7. After you have completed all the appropriate fields and added your line items, 
select the Submit Claim button. 
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8. A Documentation Cover Sheet screen will be displayed. Print this sheet and 
attached it to any backup documentation that you may be sending to the Medical 
Assistance Administration. This is only necessary if you are sending claim backup 
to MAA. 

 

 

9. Click on the Return to Claims Home Page link to begin your next claim.  
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Tips for Using WAMedWeb to Submit Claims 

 
• Do not use decimal points in diagnostic codes. 

• Do not use your Internet browser “Back, Forward or Refresh” buttons. 

• Whole dollar amounts do not require decimal points. 

• Date format required: MM- two digit Month, DD- Two digit Day, CCYY- four 
digit year. 

• Use tab to move forward in the claim form. 

• All questions in the form must be answered (or errors will be displayed) 
Note: Some answers to questions asked on the form result in a prompt for 
additional information. 

• Use the Help link on the upper right side of the WAMedWeb screens to 
access the on-line help manual.  

• Use the  to expand or collapse sections of the claim form. 

• Expanded sections with * displayed next to the field may not require 
completion. 

 

 

 


